
v •' s DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. n "MyF"'T?A^/

Page i of 2

Agency Kent County Division/Unit State's Attorney Office

Item
No

1

2

3

Description

Circuit Court - Criminal Cases
Docket folder, correspondence, motion for appearance,

charging document, motion to amend charging document,
criminal investigation report, supplement report, application
for statement of charges, arrest warrant, trial or hearing
notice, photos, MD uniform complaint citation, advice of
rights, etc.

Circuit Court
Order of court, petition, testimony, court certification,

certification of records, petition for support, application for
assistance, copies of code, correspondence, etc.

District Court Motor Vehicle Files (includes DNR)
Files consist of charge documents, officer case load, notice

of Nolle Prosequi, complaint/citation, results of chemical
tests, officers report, motion for appearance, notice to enter
appearance, notice to enter appearance, notice of trial date,
notice for modification of sentence, show cause order,
petition/order for early termination of probation and discharge
of probationer, etc.

Approved by Department, Agency, or Division Representative.

Date June 1, 1998 • •

Signature f^y^^^-^CK —w As4^L<^^Jt*x^*^

Type Name Charles D. MacLeod

Title County Administrator

Retention

Retain for 50 years, then
destroy.

Retain for 10 years, then destroy

Retain for 7 years, then destroy

Schedule Authorized by State Archivist.

Date

Signature-^

JUN 4 1998

^/ 0s> fl' j f

DGS 550-1 (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

4

5

6

(Continuation Sheet)

Description

Juvenile Files
Files consist of handwritten notes, summons and notice,

juvenile petition, referrals, ex parte documents, criminal
investigation report, correspondence, order to enter
appearance, etc.

Monthly office expenses
File consists of requests for payment, purchase orders,

invoices, correspondence, handwritten notes, County
Commissioner's payment form, appropriation status &
history reports, travel expense vouchers, time sheets, copies
of checks from various Maryland State agencies, bank
balance sheets, etc.

Miscellaneous Correspondence Files
Telephone directories, index cards, listing name, action

taken and date of action taken, newsletters, correspondence
from various Maryland State Agencies, bulletins,
correspondence from County Commissioner's to Maryland
State Agencies, reimbursement programs application
programs, handwritten notes, form 218 notification of
dependency & request for report of action, various blank
forms, studies, community work programs, court statistics,
minutes, rules, grand petit jury list, grand jury reports, laws,
subpoenas, memos, reports of pending cases, investigations,
etc.

Schedule No. s\ "S^y^yz-J

Page 2 of 2

Retention

Retain for 10 years, then
destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 7 years, then destroy.

DGS 550-1A (Rev. 10/92)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (0£S.550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page, Of

1. DEPARTMENT/AGENCY .2. DIVISION 3. UNIT

DEFINITION • Records. Series - A group gf related records normally filed and usedMs a unit for reference as well as retention and disposition purposes

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documenls/forms found in Ihe Series. Include ihe purpose or function of the Series)

L

7. RECORDJERIES FORMAT(S)

VrieUei Size Q Microfilm

- a Legal Size D Compuier Tace

o Bound Book o Floppy Disk

o Audio Tape a Video Tace

a Other (Specify)

rfCE8. RECORD SERIES SEQy.ENtE

jhabeljcal

D Chronological

a Geograrjhical

D Other (Specify)

9. VOL^JMEL*(JM
a File Drawer(s)
a Microfilm Reel (s)
a Computer Tace (
0-Other (Specify I

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
D Microfilm Reel (s)
o Computer Taoe(s)
D Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

• Yes . a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S regulation(s)

a Yes a No

16. AUDIT REQUIREMENTS

D None a State o Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, expiam briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes Tio

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

OGS 550-4 (Revised 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
'REVISED RECORD SERIES. FORWARO WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page / • = Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used'as a unit for reference as well as retention and disposition purposesI'M a

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR
T

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series. Include ihe purpose or function of Ihe Series)

L

7. RECORDS£RIES FORMAT(S)

VrleUei Size Q Microfilm

•D Legal Size a Computer face

a Bound Book a Floppy Disk

a Audio Tape a Video Tacs

a Other (Specify)

8. RECORD SERIES SEQyE

(IphabeUcal

D Chronological

a Geograchical

Q Other (Specify)

9. VOL-(JME
o File Drawer(s)
° Microfilm Reel (si
a Compuler Tace (s

I (Specify)*

10. ANNUAL ACCUMULATION
D File Drawer (s)
a Microfilm Reel (s)
a Compuler TaDe(s)
a Olher (Speafy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly a Monthly • Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 reguiation(s)

a Yes a No

16. AUDIT REQUIREMENTS

a None a Slate o Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)

D Yes

18. RECOMMENDED RETENTION

.10 qtaja^

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

OGS 550-4 (Revised 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SFPARATF. FORM FOR FACH NEW

REVISED^ RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

Paae / & Of

3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms found in the Series. Include ihe purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

o Letter Size Q Microfilm

B Legal Size a Computer Tape

a Bound Book a Floppy Disk

o Audio Tape a Video Tape

a Olher (SDecifvl

11. FILE IS USED

a Daily a Weekly a Monthly

13. CURRENT LOCATIONS) (Bldg., Floor, Room)

15. ACCESS RESTRICTIONS (If yes. cite law(s) 5 regulalion(s)

H Yes a No

17. IS AN INDEX SYSTEM USED7 (If yes, explain briefly and

describe any hardware/software)

n Yes I? No

19. NAME AND TITLE OF PREPARER

8. RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

a Chronological

a Geographical

o Olher (Specify)

d/S£ AJOS.

9. VOLUME
a File Drawer(s)
a Microfilm Reel (s)
a Computer Tapejs)
smother (Soeatv)MVtecS.

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
D Microfilm Reel (s)
D Computer Tape(s)
• Other (Scecifv)

Number

12. FILE BECOMES INACTIVE AFTER

a Month(s) D Year(s)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

D Yes n No

16. AUDIT REQUIREMENTS

a None • State a F

18. RECOMMENDED RETENTION Pj&'jjfr

SO y&xAA- —y^^o

20. TELEPHONE NUMBER

ederal a Independent

21. DATE

DGS 550-4 (Revised 1/93)



INSTRUCTIONS -- TYPE OR PRINT A RFPARATF FORM FOR EACH NFW

,REyiSEP. RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-t)

1. DEPARTMENT/AGENCY

f<£(NiT coutfry

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

2. DIVISION

AGENCY RECORDS INVENTORY

Paae Of

3. UNIT

DEFINITION - Records Series • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

(DUdulT CJDU£T £R//ni^A-u (Lfr-SfTS

5. EARLIEST YEAR / LATETEST YEAR

# 7 / TO 33

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series Include the purpose or function of the Series)

Fluz 6QAJS/STS of; (ytf&iitGnwxLm&tfrj /nosn'd^S/ &PO&S, xMtzsriGm^iJ5,
/./£#£/A6-A)<&?&&/ 6Q££. TV firry df /SscdEb ^sfbs/rttiCs

7. RECORD SERIES FORMAT(S)

D Letter Size a Microfilm

D^Legal Size a Computer Tape

a Bound Book a Floppy Oisk

a Audio Tape a Video Tape

a Other (SDecifv)

11. FILE IS USED

a Daily a Weekly a Monthly

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

Arrit irl TiUA&CAtoAers
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

to"Yes a No

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

o Yes a No

19. NAME AND TITLE OF PREPARER

8. RECORD SERIES SEQUENCE

a Alphabetical

i f Numerical Q6>£$C&.

• Chronological

a Geographical

D Other (Speafvi

9. VOLUME
a File Orawer(s)
• Microfilm Reel (s)
D Computer Tape (s)
r^Other (Specify) fl'u'liS

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
• Microfilm Reel (s)
D Computer Tape(s)
Q Other (Specify!

Number

12. FILE BECOMES INACTIVE AFTER

D Month(s) D Year(s)

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

a Yes a No

16. AUDIT REQUIREMENTS

a None a State a Federal a Independent

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER 21. DATE

DGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHED&IE7DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used is a unit for reference as well as retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in ihe Series. Include ihe purpose or function of Ihe Series)

7. RECORD SERJES FORMAT(S)

O^Letler Size . o Microfilm

D Legal Size a Computer Tsce

• Bound Book a Floppy Disk

• Audio Tape a Video Tace

D Olher (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

3>tJumencal

n Chronological

a Geographical

D Olher (Specify)

9. VOLUME
D File Orawer(s)
a Microfilm Reel (s)
• Comgyter Tace (s)

!her (Specify)

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
a Microfilm Reel (s)
a Computer Taoe(s)
a Other (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

• Weekly • Monthly a Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 regulation(s)

a Yes • No

16. AUDIT REQUIREMENTS

a None • Stale a Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

OGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDBIE-(DGS 590-1)

If
DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JE5SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

• N

I Page ^ OTV • • : • - , \

\

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series'- A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE ^zm&mt&t 5. EARLIEST YEAR,/ £ATJ.f|sV-YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in (he Series. Include ihe purpose or function of the Series!

7. RECORD SERJES FORMAT(S)

.elter Size a Microfilm

a Legal Size o Compuler Tace

D Bound Book D Floppy Disk

a Audio Tape a Video Tace

a Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

a Chronological

a GeograDhical

a Other (Specify) .

9. VOLUME
a File Orawer(s)
a Microfilm Reel (si
a Computer Tace (s)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
o Microfilm Reel (s)
• Comcuter Taoe(s)
• Other (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

n Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 8 regulation(s)

a Yes a Mo

16. AUDIT REQUIREMENTS

a None a Slate n Federal a Independenl

17. IS AN INDEX SYSTEM USED7 (If yes, exDiam briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

7
OGS 550-4 (Revised 1/93)





INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-11

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

a unit forTafDEFINITION - Records Series - A group of related records normally filed and used as sference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of informalion/documents/forms found in the Series. Include Ihe purpose or function of the Series)

8/RECORD SERIES SEQUENCE/ —
: FORMAT(S)7. RECORD SERIES FORMAT(S)

erLetter Size D Microfilm

D Legal Size o Compuler Tace

n Bound Book a Floppy Disk

a Audio Tape a Video Taps

o Other (Specify)

a Alphabetical

n Chronological

a Geographical

D Olher (Specify)

a File Orawer(s)
n Microfilm Reel (s)
o Computer Tace (s

10. ANNUAL ACCUMULATION
a File Drawer (s)
o Microfilm Reel (s)
a Computer TaDe(s)
a Olher (Specify)

Number

11. FILE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguiation(s)

a Yes a No

16. AUDIT REQUIREMENTS

a None a Slate • Federal • Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION f&r^

a Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

OGS 550-4 (Revised 1/93)





INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-M

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for inference as well as retention and disposition purpose

4. RECORD SERIES TITLE v j ? I S J Tj~C 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documents/forms'found.in theories. lncludejrie.,purpose or function of the Series)

^r- . ^ y *" *»•'

8/RECORD SERIES SEQUENCE
D File Orawer(s)
D Microfilm Reel (s)
• Computer race

(Specify

7. RECOROSjjRIES FORMAT(S)

Letter Size a Microfilm

a Legal Size • o Computer lace

o Bound Book a Floppy Disk

D Audio Tape • Video Tape

a Olher (Specify)

D Chronological

a Geographical

o Other (Specify) .

10. ANNUAL ACCUMULATION
D File Drawer (s|
a Microfilm Reel (s)
o Computer Taoe(s)
• Olher (Specify)

Number

11. RLE IS USED

D Daily

12. FILE BECOMES INACTIVE AFTER

n Weekly • Monthly D Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg , Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes n No

15. ACCESS RESJRICTIONS (If yes. cite law(s) S reguiation(s)

D Yes a No

16. AUDIT REQUIREMENTS

a None D State o Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes. explain briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

OGS 550-4 (Revised 1/93)





INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 - JE5SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as —r^ 7
a unit for rsfen

erence as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in the Series. Include ihe purpose or function of the Series)

/

_ _ / - < / _

J

7. RECORD SERIES FORMAT(S)

a Letler Size . a Microfilm

5S-*t?gal Size a Computer Tace

o Bound Book a Floppy Disk

a Audio Tape a Video Tace

Q Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

a Numerical

D Chronological

a Geogracihical

D Other (Specify)

9. VOLUME
a File Orawer(s)
a Microfilm Reel (s)
• Cannier Tace {

Number

10. ANNUAL ACCUMULATION
a File Orawer (si
D Microfilm Reel (s)
D Computer Tarje(s)
o Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes • No

15. ESTRICTIONS (If yes. cite law(s) S regulation(s)

• No

16. AUDIT REQUIREMENTS

a None a State D Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, exciam briefly and

describe any hardware/software)

18. RECOMMENDED RETENTION

a Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DGS 550-4 (Revised 1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
- RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

•\ Page _4_ Of

-.-., \ V"A-.--«'y.vV.\.>

1. DEPARTMENT/AGENCY '2.' DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally,.fjled and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE v-.f-y . - " v • - . • . » • > • • • , • - • " - •

5. EARLIEST YEAR / LATETEST YEAR

JO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/forms found in Ihe Series Include Ihe purpose or function of the Series)

y

/

7. RECORD SERIES FORMAT(S)

a Letter Size a Microfilm

(2»'ti2gal Size a Compuler "ace

D Bound Book ' a Floppy Disk

a Audio Tape Q Video Tape

a Olher (Specify)

RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

Q Chronological

n Geographical

a Other (Specriyj

9. VOLUME
a File Orawer(s)
D Microfilm Reel (s)
a QxrTputer Tacs

(Specify

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
D Microfilm Reel (s)
a Computer Taps(s)
a Olher (Specify)

Number

11. FILE IS USED

a Daily a Weekly

12. FILE BECOMES INACTIVE AFTER

• Monthly a Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

• Yes D No

15. ACCESS^RESTRICTIONi

jAes

S (If yes. cite law(s) 8 regulation(s)

o No

16. AUDIT REQUIREMENTS

D None a Stale Q Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and

describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

•jzr
DGS 550-4 (Revised 1/93)





INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and dlspositlon purposes.

4. RECORD SERIES TITLE /LS 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in the Series Include Ihe purpose or functiontion of Ihe Series! / n ^ ^ ^ )

7. RECORD SERIES FORMAT(S)

tt'tetler S•S i j

'"Legal Size

a Bound Book

D Audio Tape

a Olher (Specify)

a Microfilm

a Computer Tace

a Floppy Disk

a Video Tace

8. RECORD SERIES SEQUENCE

D Alphabetical

• Numerical

a Chronological

a Geographical

Brother (Specif

9. VOLUME
Q File Drawer(s)
o Microfilm Reef (si
o Comjjylef face :s

... B-tTiher (Specify)^

Number

10. ANNUAL ACCUMULATION
D File Drawer (s)
a Microfilm Reel (s!
a Computer Taoe(s)
D Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly a Month(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 8 reaMfation(s)

a Yes ' m No

16. AUDIT REQUIREMENTS

a None a State D Federal o Independent

17. IS AN INDEX SYSTEM USED7 (If yes. explain briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

D Yes

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

OGS 550-4 (Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARO WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and uaed as a unit for reference as well as retention and disposition pu rpoaes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series. Include ihe purpose or function of the Series!

7. RECORD SERIES FORMAT(S)

Letter Siz»-' a Microfilm

legal Size a Computer Tace

a Bound Book a Floppy Disk

a Audio Tape o Video Tape

D Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabelicai

• Numerical

D Chronological

• Geograchical

cr'Olher (Specnyi

D File Orawer(s)
D Microfilm Reel (si
• Com[jut«f Tacs i

Number

10. ANNUAL ACCUMULATION
o File Drawer (s)
Q Microfilm Reel (s!
D Computer Taoe(s)
o Other (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly • Monthly o Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)

a Yes D No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reatflation(s)

' m Noa Yes

16. AUDIT REQUIREMENTS

o None D Stale o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, exoiam briefly and
describe any hardware/software)

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

OGS 550-4 (Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

... - - &

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 • JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTdRY

Page Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes

4. RECORD SERIES 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of informalion/documents/forms found in Ihe Series., Include the purpose or function of the S e n e s l / ^ J ^

7. RECORD SERIES FpRMAT(S)

Si?c g Microfilm

egal Size o Computer Tace

Q Bound Book o Floppy Disk

a Audio Tape a Video Tace

o Other (Specify)

8. RECORD SERIES SEQUENCE

D Alphabetical

• Numerical

D Chronological

D Geograohical

J3^6lher (Specify | A / v ' ^

File Drawees)
o Microfilm Reel (si
a Computer Tacs (
o Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
a Microfilm Ree! (s)
D Computer Teoe(s)
a Olhsr (Spec:fy)

Number

11. FILE IS USED

{a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly • Monih(s) a Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes . a No

15. ACCESS RESTRICT

a Yes

TIONS (If yes. cite law(s) S regulation(s)

o No

16. AUDIT REQUIREMENTS

o None a Slate D Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, exoiain briefly and
describe any hardware/software)

a Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

DGS 550-4 (Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION
SCHEDULE (DGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JE3SUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe types of information/documents/forms found in Ihe Series Include ihe purpose or function of the Series)

7. RECORD SERIES FORMAT(S)

Sije' . a Microfilm

g Size D Compuler Tace

a Bound Book a Floppy Disk

a Audio Tape a Video Tace

D Other (Specify)

8. RECORD SERIES SEQUENCE

a Alphabetical

• Numerical

D Chronological

a GeograDhical

9. VOLUME
D File Drawees)
D Microfilm Reel is)
• Computer race
a Other (Spec:!y)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
D Computer Taoe(s)
a Other (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly o Month(s) D Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes . • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) a regulation(s)

a Yes • No

16. AUDIT REQUIREMENTS

a None a State o Federal o Independent

17. IS AN INDEX SYSTEM USED? (If yes, exoiain briefly and

describe any hardware/software)

o Yes

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

OGS 550-4 (Revised 1/93]




